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Woodhouse College: Centre policy 

Centre Policy for determining teacher assessed grades in 

Summer 2021 

Background  

As an examination centre Woodhouse College has been required to develop policy and 

processes which govern the determination of teacher assessed grades for the 

summer series in 2021.  This policy is a statement of the approach and has been 

devised in relation to the guidance provided in the document: JCQ Guidance on the 

determination of grades for A/AS Levels and GCSEs for summer 2021 

Statement of intent 

This section outlines the purpose of this document in relation to our centre. 

The purpose of this policy is: 

• To communicate the centre’s approach to the determination of teacher assessed grades in 

2021. 

• To ensure that teacher assessed grades are produced fairly, objectively and are based on 

evidence. 

• To ensure that the College has effective processes for the determination of the teacher 

assessed grades and that relevant staff understand what they have to do 

• To ensure that effective internal processes are followed in the decisions about the 

assessment evidence to be used, the standardisation of marking within a department and 

the production of grades 

• To ensure that JCQ and other relevant guidance is followed and that patterns of grades are 

considered in an appropriate way in relation to previous patterns of achievement at subject 

and centre level  

• To ensure that exam access arrangements are adapted to the assessment processes 

pertaining in summer 2021 and are applied appropriately in respect of the work under 

consideration  

• To ensure that students and their parents/ carers understand the evidence to be used in the 

determination of students’ grades and how to ask for special consideration  
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• To ensure there are fair and reasonable systems for deliberating over and granting that 

consideration where relevant 

Roles and responsibilities 

This section of our Centre Policy outlines the personnel in our centre who have specific 

roles and responsibilities in the process of determining teacher assessed grades this 

year.  

 

Principal 

The Principal is the Head of Centre and will be responsible for: 

• the overall policy and process of determining teacher assessed grades 

• ensuring the teacher assessed grades awarded reflect the appropriate professional 

judgement of teachers, that results are standardised and compared with grade descriptors 

and recent grade patterns  

• ensuring robust effective internal quality assurance processes  

• signing off the results prior to submission 

 

Senior Leadership Team  

The Senior Leadership Team will: 

• Plan an overall schedule of tasks to be completed by whom and by when. 

• Communicate with parents, students and staff about the process of determining teacher 

assessed grades at the College 

• Ask students and their parents to submit requests for special consideration because of 

circumstances pertaining at the time of any assessment which is to be used in this process. 

• Communicate with parents, students and staff about what we think constitutes malpractice 

• Develop a system for the reporting and recording of any suspected malpractice 

• Ask staff to report any potential conflicts of interest 

• Organise training for all staff involved in assessments and the production of teacher 

assessed grades to include:  

o Guidance on the development of schemes of assessment 

o An overview of the College approach to the overall process of TAG formation 

o Ensuring objectivity and avoiding bias in marking and decision making 

o The importance of departmental standardisation in the use of evidence for 

assessment 

o Guidance on authentication requirements 

o Special consideration 

o File checking process and storage  

o Ofqual guidance 

o Not disclosing grades 

o What constitutes malpractice  

o Additional support for NQT or early career teachers as necessary 
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o Additional support for small departments 

• Guide HoDs as to the basis of the comparisons they should make with results from previous 

years and supply any data needed 

• Develop the format for grade submission from HoDs to the exams manager 

• Devise appeals process and documentation 

• Handle internal appeals and those to the awarding bodies 

Heads of Faculty  

• Read this Centre Policy for determining teacher assessed grades  

• Work with Heads of Departments (HoDs) to ensure they understand and are supported in 

meeting the requirements below in a timely way   

• Alert SLT to any concerns which arise in relation to HoDs in their faculty fulfilling their roles 

and responsibilities under this policy 

• Check that all involved staff in their faculty receive and implement the relevant training with 

particular focus on staff with less experience 

• Report any concerns or emerging issues to the Director of Curriculum or Vice Principal as 

soon as possible 

 

Heads of Departments (HoDs) 

• Read this Centre Policy for determining teacher assessed grades  

• Decide on which assessments will be used in the production of evidence 

• Plan each assessment which is not yet complete in terms of its scope and nature, the time, 

date, room, duration, supervision arrangements 

• Communicate the assessment evidence arrangements to students in detail and parents (via 

the website) 

• Identify all students with Exam Access Arrangements in place so teachers and ALS staff are 

aware. 

• Complete the assessment times spreadsheet so that ALS can plan their provision.  

• Complete the JCQ assessment record to produce a map of the evidence to be used in 

relation to the AOs and modules in their specifications – as per the grid.  

• Ensure all teachers have the training and support required to conduct assessments, make 

fair, accurate and consistent judgements about assessment evidence and in producing a TAG  

• Pay particular attention to the additional support and training needs for newly qualified 

teachers or those in the early stage of their career 

• Develop a rigorous system for standardising marks for each assessment – where the same 

assessments are marked by different teachers  

• Agree time for teachers to complete marking – this might include a day off teaching 

particularly for part time staff 

• Decide on the relative importance of each element in the evidence to be assessed 

• Develop a method to determine grades for each student derived from a holistic view of the 

evidence 

• Ensure that final grades are not divulged to students or parents 

• Record any instances where special consideration is granted for a particular student 
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including a summary of the reason and the nature of the consideration 

• Record any instances of suspected malpractice for forwarding to the relevant awarding body 

• Check sampled files and mark profiles to ensure that the grades given are supported by the 

evidence in the file when read alongside grade descriptors 

• Compare outcomes for 2021 with outcomes for 2017, 2018 and 2019.  Where differences 

exist, produce a succinct narrative giving the likely reasons for these differences 

• Complete the HOD checklist produced by JCQ and submit this along with finalised marks by 

Wednesday 9 June.  

• Ensure teachers compile each student’s record file and that the front sheet is complete for 

each student.  

• Submit checked and authenticated files to main office for secure keeping 

• Write a summary of how grades have been determined, including those for students who 

received special consideration or necessary variations, and how they have been 

standardised and checked by way of internal quality processes  

 

Teachers/ ALS Co-ordinator 

Our teachers and ALS co-ordinator will: 

• Read this Centre Policy for determining teacher assessed grades  

• Be transparent with the relevant HoD about what aspects of the specification have been 

covered and not covered for the current year 13 cohort and whether this coverage has been 

substantial or superficial 

• Ensure students are only assessed on work they have been taught 

• Assess the assessment evidence for each student fairly, consistently and accurately and in 

line with departmentally agreed standards where relevant 

• Conduct any further assessments in line with departmentally agreed controls and conditions 

• Ensure students with EAA in place take their assessments in the conditions to which they are 

entitled based on their needs 

• Record any instance of special consideration given to students noting alternative sources of 

evidence where necessary 

• Complete any NEA marking and moderation in line with departmental policies and 

approaches 

• Determine a grade for each student based on their assessment evidence and in line with JCQ 

guidance and grade descriptors. 

• Ensure each student’s file is complete with all relevant evidence and a completed front 

sheet contains the appropriate authentication 

 

Examinations Manager 

• Read this Centre Policy for determining teacher assessed grades  

• Be responsible for the collation of the final teacher assessed grades and their submission to 

the awarding bodies 

• Administer the centralized aspects of special consideration / mitigating circumstances  

• Check that each file received from departments is correct with no omissions 
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• Assist SLT and others with aspects of post-results appeals 

• Facilitate any external quality review as required 

 

 

Training, support and guidance 

This section of our Centre Policy outlines the training, support and guidance that our centre will 

provide to those determining teacher assessed grades this year.  

Training 

• SLT will establish the Centre Policy for the determination of teacher assessed grades to 

support HoDs in their drafting of schemes of assessment 

• SLT to offer feedback on those draft schemes with suggested improvements 

• SLT to guide subject leads in relation to their responsibilities and what they will mean in 

practice 

• SLT will run training for teachers on the nature and requirements the determination of 

teacher assessed grades in 2021 emphasising the need for objectivity and consistency 

throughout.  

• HODs will work with others to support NQT staff members and those with less experience 

• Specific documents should be read by all staff involved in determining teacher assessed 

grades. 

• Heads of Faculty will be available to support HoDs as necessary throughout this process 

 

Support for NQT and less experienced teachers 

• Most of the specific training for less experienced teachers will be conducted at department 

level because both the teacher’s needs and the assessment process required will be specific 

to that context. 

• Their work will be conducted in the light of departmentally agreed mark schemes and will be 

internally standardised along with the work of other teachers   

• Mentoring relationships for NQTs should be developed to include the requirements for 

determining teacher assessed grades where applicable  

Use of appropriate evidence 

This section of our Centre Policy indicates how our centre will give due regard to the section in 

the JCQ guidance entitled: Guidance on grading for teachers. 

Use of evidence 

• HoDs / subject leads will work with their teams to select an appropriate evidence base for 

the determination of teacher assessed grades. 

• The evidence chosen will reflect what has been taught of the specification and should draw 
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from all major modules of the course where possible.   

• Where completed, evidence files should include NEA work. 

• Evidence may also take the form of additional materials provided by awarding bodies, other 

materials based on former, externally set assessment tasks, mock exams, internal tests and 

other centre-designed tasks.    

• Most assessment for most subjects will be drawn from recently produced evidence such as 

tests in timed conditions in the summer term 2021 – exceptions being for some practical 

subjects. 

• For each student in each subject, their evidence should be collected into individual folders.  

• Folders should contain a front sheet listing the contents, any special consideration or EAA, 

marks, grades and with appropriate signatures. 

• These folders will be used in the case of external quality assurance checks and any appeals.  

• Where assessed work was completed after 24 March 2021 this should be included in the file.  

Assessed work completed earlier in the course can be used as evidence and included if 

readily available.  

• Where students’ work is not available because it has been returned to them, the assessment 

task and mark schemes should be included in the HoD’s departmental summary 

 

Consistency and fairness in the use of evidence 

Our centre will ensure the appropriateness of evidence and balance of evidence in arriving at 

grades in the following ways: 

 

• Each scheme of assessment will be summarised on the JCQ template and reviewed by Heads 

of Faculty / SLT as appropriate. 

• Only assessments based on material students have studied should be included in the 

evidence files.  

• Schemes will be reviewed for coverage of modules and assessment objectives.   

• Levels of control will be examined to ensure that schemes fully assess what students know, 

understand and can do.   

• Where specifications contain and students have fully completed a NEA component, the 

presumption is that this would be included as part of the assessed evidence. 

Determining teacher assessed grades  

This section of our Centre Policy outlines the approach our centre will take to awarding 

teacher assessed grades. 

• Departments will decide on the relative significance of the different components of evidence 

and determine grades using the JCQ grade descriptors and awarding body materials made 

available 

• When the assessments are completed, teachers will determine the overall grade for each 

student based on a holistic view of the evidence being used for that subject and in relation 

to the grade descriptors.   

• Each department will complete a summary explaining the evidence included and how 
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teacher assessed grades have been determined from this evidence  

• Each department will summarise the steps taken to ensure the grading process is objective 

and focused on the evidence provided in students’ work  

• Students graded using alternative evidence will have this highlighted on their front sheets 

along with (a summary of) the reasons for these differences. 

Internal quality assurance  

This section of our Centre Policy outlines the approach our centre will take to ensure internal 

standardisation of teacher assessed grades, to ensure consistency, fairness and objectivity of 

decisions. 

• Each department should use common mark schemes and discuss how each assessment is to 

be marked.  This could be through exchanging marked work, trial marking or worked 

examples all of which will help to ensure the quality of assessment. 

• Training and support must be provided so each member of staff involved in determining 

teacher assessed grades has a consistent approach to: 

o Marking of evidence 

o Reaching a holistic grading decision 

o Applying grade descriptors and documentation 

o Arriving at teacher assessed grades 

• Each assessment used as evidence for determining grades should be internally standardised 

where possible across the department  

• If earlier evidence is used (for which standardisation was less thorough) the fact that there 

are possible inconsistencies should be considered as part of the grade determining process 

• When all marking has been completed and standardised, assessments for each student 

should be collated 

• Students’ grades should be agreed in the light of the grade descriptors once the marks are 

collated and weighted if necessary 

• Evidence files should then be sampled and re-checked to ensure that students’ work reflects 

the qualities outlined in the grade descriptors.  This should be a substantial and robust 

checking process at every grade. 

• Where issues are apparent, the marking of individual assignments or the overall adjudication 

of assignments should be examined to ensure the evidence for the grades is correct.    

• Though there will inevitably be some range within a grade and in the profile of individual 

students’ strengths and weaknesses, students who have the same grade should have work 

of a comparable standard and this should pertain regardless of their protected or other 

characteristics 

 

Comparison of teacher assessed grades to results for previous cohorts 

This section of our Centre Policy outlines the approach we will take to compare our teacher 

assessed grades in 2021 with results from previous cohorts. 
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• Data will be produced showing historic patterns of results for each subject and centre-wide 

for students with certain characteristics.  

• These data will allow a comparison of the teacher assessed grades produced in 2021 with 

results in recent years when students took exams – 2017, 2018 and 2019.  

• Comparisons will be made at centre level and subject level.  

• SLT and HoDs will produce a succinct narrative of the outcomes of the review against historic 

data which, in the event of significant divergence from the profiles attained in previous 

examined years, addresses the reasons for this divergence. This commentary will be 

available for subsequent review during the external quality assurance process. 

• Where protected characteristics are known and relevant, data will be used to check for any 

unintended consequences of this year’s processes or the operation of bias.   

• If there is significant divergence from previous patterns these will be explored with the 

departments concerned.   

• Reasons will be suggested when significant departures from trend are noted.  

• These may be considered in the light of any changes to the student population or in teaching 

and learning.  

• In certain cases this could lead to a re-examination of the assessment evidence in relation to 

the grade descriptors.  

Access Arrangements and Special Considerations  
This section gives details of our approach to access arrangements and mitigating circumstances 

(special consideration).  

  

• Students who would normally be entitled to exam access arrangements will have suitable 

provision when they are undertaking comparable assessments in 2021  

• If previously completed work is included and this was done without access arrangements in 

place alternative evidence can be sought  

• Students and their parents will be informed how they should disclose information regarding 

assessments being taken when affected by adverse circumstances on the understanding that 

it is likely that alternative evidence will be used instead  

• Disclosure of information for special consideration will be made by the student via a College 

form.  This may be required in cases of repeated or problematic absence as well as where 

students have taken assessments but feel their work has been affected by their 

circumstances 

• Where illness or other personal circumstances are deemed likely to have affected 

performance in one or more assessments used in determining a student’s standard of 

performance, departments can: 

o Provide an opportunity to produce a comparable assessment  

o Include other pre-existing evidence which covers the same areas of the specification 

o Discount it if the same aspects of the specification are assessed through other 

submitted evidence 

o Make a holistic judgement based on the evidence otherwise collated provided that it 

is sufficient for an A level award 
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• Where illness or other personal circumstances results in a student’s being absent when 

assessments are taken, then departments can: 

o Provide an opportunity to produce a comparable assessment  

o Include other pre-existing evidence which covers the same areas of the specification 

o Discount it if the same aspects of the specification are assessed through other 

submitted evidence  

o Make a holistic judgement based on the evidence otherwise collated provided that it 

is sufficient for an A level award 

• Departments must record how adjustments were made in each case, on the student’s front 

sheet and in the departmental narrative  

• Where a student is absent from an assessment for no justifiable reason this could result in a 

partially completed evidence folder and this may in turn affect judgement about the teacher 

assessed grade.  

 

Addressing disruption/differential lost learning  

This section gives details of our approach to address disruption or differentiated lost 

teaching. 

• Teacher assessed grades will be determined based on evidence of the content that has been 

taught and assessed for each student. 

Objectivity  
This section gives a summary of the arrangements in place within our centre in relation to 

objectivity. 

 

• Staff will fulfil their duties and responsibilities in relation to relevant equality and disability 

legislation. 

• To ensure objectivity, all staff involved in determining teacher assessed grades will be made 

aware that: 

o unconscious bias can skew judgements 

o assessment evidence should be valued for its own merit as an indication 

of performance and attainment 

o teacher assessed grades should not be influenced by candidates’ positive or 

challenging personal circumstances, character, behaviour, appearance, socio-

economic background, or protected characteristics; 

o unconscious bias is more likely to occur when quick opinions are formed 

• In each department, use of clear mark schemes, transparency about the evidence being 

assessed, internal standardisation processes and cross-checking grading decisions will help 

to ensure that there are different perspectives to the quality assurance process and will 

reduce the risk of outcomes being affected by bias.    

Recording decisions and retention of evidence and data  
This section outlines our approach to recording decisions and retaining evidence and data. 
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• Heads of Departments will keep records which show how teacher assessed grades were 

produced including any decisions made because of the specific circumstances of 

individual students 

• Evidence will be kept in files to allow a holistic view of each student’s attainment in each 

subject.  

• Decisions will be recorded on a front sheet.   

• Files will be held securely and centrally so they are available if required.  

Authenticating evidence 
This section details the mechanisms in place to ensure that teachers are confident in the 

authenticity of evidence, and the process for dealing with cases where evidence is not 

thought to be authentic. 

 

• Robust mechanisms will be in place to ensure that teachers are confident that work used as 

evidence is the student’s own and that no inappropriate levels of support have been given to 

students to complete it, either within the centre or with external tutors.  

• Teachers will be reminded of what constitutes malpractice and the need to report any 

suspected or reported instances 

• Students will be reminded of what constitutes malpractice and will be asked to authenticate 

all assessed work as being their own.  

• Standardisation and other internal quality processes will include confirming the authenticity 

of students’ work and being alert to the possibility of malpractice whether by students or 

centre staff. 

• It is understood that awarding organisations will investigate instances where it appears 

evidence is not authentic. We will follow all guidance provided by awarding organisations to 

support these determinations of authenticity. 

Confidentiality, malpractice and conflicts of interest 

Confidentiality  

This section details the measures in place in our centre to maintain the confidentiality of 

grades, while sharing information regarding the range of evidence on which the 

grades will be based.  

 

• All staff involved have been made aware of the need to maintain the confidentiality of 

teacher assessed grades. 

• Students will be made aware of the evidence on which the grades will be based.   

• Parents will be made aware of the evidence to be used to determine teacher assessed 

grades and that those grades will not be shared.  

• Evidence files and internal grade data will be stored and transferred securely  
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Malpractice 

This section details the measures in place in our centre to prevent malpractice and, 

where that proves impossible, to handle cases in accordance with awarding 

organisation requirements. 

 

• Our general centre policies regarding malpractice, maladministration and conflicts of 

interest will be reviewed to ensure they address the specific challenges of delivery in 

Summer 2021 

• All staff involved will made aware of these policies, and receive training in them as necessary 

• It will be emphasised to departmental staff that instances of suspected malpractice should 

be recorded for forwarding to the awarding body if necessary 

• Asking for information about grading decisions or lobbying centre staff for higher grades will 

be seen as malpractice 

• All staff involved have been made aware of the specific types of malpractice which may 

affect the Summer 2021 series including: 

o breaches of internal security 

o deception 

o improper assistance to students 

o failure to appropriately authenticate a student’s work 

o over direction of students in preparation for common assessments 

o allegations that centres submit grades not supported by evidence that they know to be 

inaccurate 

o centres enter students to be graded without their having studied the subject  

o failure to engage as requested with awarding organisations during the External Quality 

Assurance and appeal stages 

o failure to keep appropriate records of decisions made and teacher assessed grades. 

• The consequences of malpractice or maladministration as published in the JCQ 

guidance: JCQ Suspected Malpractice: Policies and Procedures and including the 

risk of a delay to students receiving their grades, up to, and including, removal of 

centre status have been outlined to all relevant staff.   

Conflicts of Interest 

This section details our approach to addressing conflicts of interest, and how we will 

respond to such allegations.  

 

• To protect the integrity of assessments, all staff involved in the determination of grades 

must declare any conflict of interest such as relationships with students to our Head of 

Centre for further consideration. 

• Our Head of Centre will take appropriate action to manage any conflicts of interest 

arising with centre staff in accordance with the JCQ documents -  General Regulations 

for Approved Centres, 1 September 2020 to 31 August 2021. 

• We will also carefully consider the need to modify staff duties in the light of potential 

conflicts of interest in order to ensure fairness in later process reviews and appeals 

https://www.jcq.org.uk/exams-office/malpractice/jcq-suspected-malpractice-policies-and-procedures-2019-2020
https://www.jcq.org.uk/wp-content/uploads/2020/09/Gen_regs_approved_centres_20-21_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Gen_regs_approved_centres_20-21_FINAL.pdf
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Private candidates  

This section details our approach to providing and quality assuring grades to private 

candidates.  

 

• Our arrangements for assessing private candidates are similar to the approaches utilised for 

internal candidates, though the evidence used for the gradings for private candidates is 

based entirely on assessments taken in the college during the summer term of 2021. All our 

private candidates are former students 

• A file of assessment evidence will be collated for each private candidate and will be available 

for external quality processes and appeals  

• The private candidates have been informed in advance of the means by which their grades 

will be determined and have agreed to proceed with their entry on the basis of that 

information. We will provide special access arrangements as required. 

• Where it has been necessary to utilise different approaches, the JCQ Guidance on Private 

Candidates has been followed and any divergences from our approach for internal 

candidates have been recorded on the appropriate student documentation. 

• In undertaking the review of cohort grades in conjunction with our centre results profiles 

from previous examined years, the grades determined for private candidates have been 

excluded from our analysis. 

• Appeals for private candidates will follow the same process as for our internal candidates.  

External Quality Assurance  
This section outlines the arrangements we have in place to ensure the relevant documentation 

and assessment evidence can be provided in a timely manner for the purposes of External 

Quality Assurance sampling, and that staff can be made available to respond to enquiries.  

 

• All staff involved have been made aware of the awarding organisation requirements for 

External Quality Assurance as set out in the JCQ Guidance.  

• Subject leads / HoDs will keep records of the processes involved leading up to and including 

the determining of grades and these can be made available for review as required 

• All student evidence used in the determination of grades will be retained where possible and 

can be made available for review as required unless it has been returned to students 

• Instances where student evidence used to decide teacher assessed grades is not available, 

for example where the material has previously been returned to students and cannot now 

be retrieved, will be clearly recorded on the appropriate documentation 

• Staff will be available to support External Quality Assurance processes and will respond 

promptly and fully to enquiries, including attendance at Virtual Visits should this prove 

necessary 

• Within the advertised timeframe, arrangements will be in place to respond fully and 

promptly to any additional requirements/reviews that may be identified as a result of the 

External Quality Assurance process 

• Staff will be told that a failure to respond fully and effectively to such additional 
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requirements may result in further action by the awarding organisations, including the 

withholding of results 

 

Results  
This section details our approach to the issuing of results to students and the provision of advice 

and guidance.  

 

• All staff involved will be aware of the specific arrangements for the issuing of results in 

Summer 2021, including the issuing of A level and GCSE results in the same week 

• Arrangements will be made to ensure the necessary staffing, including exams office and 

support staff, to enable the efficient receipt and release of results to our students 

• Arrangements will be in place for the provision of all necessary advice, guidance and 

support, including pastoral support, to students on receipt of their results 

• Such guidance will include advice on the appeals process in place in 2021 (see below) 

• Staff will be available to respond promptly to any requests for information from awarding 

organisations, for example regarding missing or incomplete results, to enable such issues to 

be swiftly resolved 

• Parents/guardians will be made aware of arrangements for results days 

 

Appeals  
This section details our approach to managing appeals, including Centre Reviews, and 

subsequent appeals to awarding organisations.  

 

• All staff involved will be made aware of the arrangements for, and the requirements of, 

appeals in Summer 2021, as set out in the JCQ Guidance 

• Internal arrangements will be in place for the swift and effective handling of Centre Reviews 

in compliance with the requirements 

• All necessary staff will be briefed on the process for, and timing of, such reviews, and will be 

available to ensure their prompt and efficient handling 

• Learners will be guided as to the three different stages of appeal 

• Arrangements will be in place for the timely submission of appeals to awarding 

organisations, including any priority appeals, for example those on which university places 

depend 

• Arrangements will be in place to obtain the written consent of students to the initiation of 

appeals, and to record their awareness that grades may go down as well as up on appeal 

• Appropriate information on the appeals process will be provided to parents/carers 

 

 

 


